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The (CPAC £uide to Better Grades and Real Learnino 
tfives you tiPS about the following topics: 

Inside... 

Why bener skills? 2 

Usteninfi in the classroom 4 

Gettine the most from your textbooks 6 

Takinfi notes - a key to teaming 8 

The Cornell note-taking system 9 

How to write well................................................... 12 

improving your math study skills 14 

How to do well on essay tests 15 

How to do well on objective tests I6 

Test anxiety. 17 

More tips about studying is 

How to manage your time....................................... 20 

Using the library. 22 

Last but not least...improving your memory.............. 24 



Read these ideas carefully— then review and review these tiPS. 
Review is a key word in studying--so begin herel 
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Better Study Skills for Better Grades./. 
AND Real Learning! 



Wii/ are grades important? 

j Good grades arc one key to your future. They can open many doors 
I for you-to collie, to any future education, to a job (hat you want. 
I You can control the grades you get and the amount of information 
I you Icam, Much of it depends on how hard you work; more 
i depends upon your attitude. The more positive you are, the better 
1 you will do. The more you want to learn, the more you will learn. 
I It*s up to you! 

! Here is something to think about Set big goals. Go after big 
goals, and you will be able to live your life in your own way. 

[ Without goals, people arc at the mercy of what happens around 
them. . 

"Successful people dorft wait for the right circumstances to come 
along. They create their owa Goals put you in charge of yourself, 
I in charge of your future. Focus on these and on the benefits they 
will bring. Become the boss of your Hfe!"-from 10 Hps for Top 
Grades, the Pepsi School challenge Student Guide. 

And remember that while you arc in school, s:ome of your goals 
should be 

• to learn as much as you possibly can; 

• to earn good grades; and 

• make the most of ail of your talents. 



• Learn how to study for each subject Different subjects require 
different approaches and different mental skills. Once you find a 
method for learning a object more easily, keep using that method 
of learning. 

• Get help from others when you need help* Study with friends. 
Ask your parents and neighbors for help with a particular subject or 
problem; see your teacher. There may also be free tutoring 
available in your community or school. Your school counselor will 
be able to guide you to these services if they are available. Never 
be afraid to use help from all of these sources. 

• If you do badly on an assignment, a test or a piper, see your 
teacher immediately! Let him or her know you care about your 
grades. FIND OUT EXACTLY WHAT YOU DID WRONG AND 
HOW TO IMPROVE. LEARN FROM YOUR MISTAKES; make 
mistakes worthwhile! If you rcally don't understand something, 
learn it NOW; don't wait until the test or the final exam. Ask for 
specific suggestions and advice on how to improve your learning 
for that class. 

• Remember that much of what you learn is a building block for 
more of the subject matter* Thcrcforc, if you learn the basics, 
you will learn the next part easier. That is why it is important to 
learn and understand each new thing that is taught each day. You 
cannot "cram" real learning at the last minute. 



HOW do you get better grades in high school? 

People will often tell you that you need to study Hard to gel good 
grades. This advice is not really very useful. What does it mean to 
study hard? How do you study so that your hard work pays off in 
good grades? It is very important to learn good study skills and 
then use them. 

The payoff.*. 

Better study skills can lead to better grades. They can also improve 
your actual learning of the material you are studying. Of course, 
learning the material will help you throughout life. The 
information you learn now will be with you for many years and 
help you in many situations. In addition, the information you learn 
now will not have to be "rcleanicd" later—for other classes, for real 
life situations, maybe never. 

Basic things to think: about.. 

Be ready to learn when you go to school. This means that you 
should do the following things: 

• Have a positive attitude* Being positive will always help you do 
better in any situation. 

• Be an active leamen Listen carefully. Think about what you are 
hearing and doing. Concentrate when the action is taking place; 
you will Icam much mort easily. Ask questions if you don't 
understand something. Participate in class. Don't be afraid to give 
a wrong answer or ask questions. Teachers need to know if their 
students understand what they are teaching. You will be helping 
them out and they, in turn, can help you out. 



• Keep a record ofyour grades for each class* Track your 
grades. Know how you are doing in each class. Understand how 
each grade you receive will impact your 
class grade for the grading period 

• Write down every assignment Make 
certain you understand the assign* 
ment and include special 
notes or information 
about any special or new 
assignments. Tf you arc 
unclear as to exactly 
what the teacher is 
asking you to do, ask for 
clarificatioa Remem- 
ber, if you arc confused, your 
classmates probably arc too! 

Getting ready to study*** 

• Have a place where you can study quietly, with few distractions. 
Keep your "tools" nearby so that you can find them when you need 
them. This will include paper, pencils, pens, etc. Make certain you 
have good lighting so that your eyes won't become strained If 
music helps you study, make certain it is low and not distracting. 

• Schedule your study time when it*s best for you* Will you raidy 
better before dinner? Or will you do a better job by taking a break 
when you get home from school? Try to study when you will be at 
your best But you must also be flexible about your study time. 
Look at the amount of homework you have each day. Tiien, plan 
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enough time to do it If you have alot of homework and a school 
activity, you may hnve to forgo a favorite TV program or a phone 
call to a friend. Plan carefully! 

• Take a break now and then from your studying. A short break 
will icfirsh your mind Take a walk, breathe deeply, ar ' jo 

\ outside for some fresh air and a change of scene. Your budy will 
[ also be refreshed Studies have shown that your physical well- 
being affects your mental well-being. This bicakwill relax both your 
miixi and refresh you..to be ready to taclde your homework agaia 

• Plan your homework. You may find it more rewarding to do the 
shorter or easier assignments first Wth those done, you will feel 
rewarded or be able to concentrate better on longer or harder 
assignments. You won't be worrying about the others. 

However, some people like to do the harder or longer ones first; 
they have more energy to tackle them. Others will work on the 
harder or longer ones for a while; they will then put them aside and 
concentrate on doing the others. After they take a "mental break" 
by completing the others, th^ arc ready to go back to the first ones 
they started Find out what works the best for you, and plan on 
doing homework that way. 

I • Do all of your homework neatly. Even if you arc only taking 
notes or doing an assignment which you won't hand in to the 

i teacher, do it neatly. When you review this work for exams, it will 
be easier to learn it. It will also help you develop good habits 
which will cany over into other parts of your life-including a 
future job. Neatness is valued and rewarded 

• Give complete answers on homework assignments. For 

! instance, if you have questions to answer for history, give detailed 
answers. Don't give brief, one sentence answers which arc inconi- 
plcte. These will not rcally help you learn the material. And they 
will not earn as good a grade as those papers which have more 
complete ones. Teachers arc looking for effort. In addition, by 
writing complete answers on the homework assignments, you will 

i be able to give better answers on tests. And you will again be 
developing a good habit. 

• Develop critical thinking skills. What do we mean by "critical 
thinking skills?" These skills mean that you arc able to listen to or 

I read information and make good judgements about it You will ask 
I yourself questions such as: 

j Does this make sense in relation to other information I 

have? 

Is this always true? or When is this true and when is it 
false? 

How will this be affected by changes? What will affect it? 

Is this just someone's opinion or is it backed up by facts? 
Are the "facts'* being quoted really facts or are they 
words taken out of context and put together to appear as 
facts? 

Are these really facts or has the presenter used careful 
wording and statistics to make it look like a fact? 

Is the presenter using emotional words to make me feel a 
^ certain way or are the facts really making me feel this 

way? 

By learning to question, compare, contrast, and analyze 
i information, you will be learning how to make decisions. You will 
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be able to solve problems. These arc all very important skills that 
you will need for your futurc. 

Now that you have completed your assignments for the next day, 
you can go to bed and get a good nights* sleep. Being refreshed 
for the next day is important. Being tircd cuts down on your 
learning ability. Your mind will be "fuzzy" if you arc too tircd. 
And you will not perform well in class. 

If you have an exam or quiz the next morning, you might want to 
get up early to review before you go to school. A quick rcview 
with a fresh mind may make some information clearer or a fact 
stick in your mind— just for that test. 

Read on in this booklet to learn more about how you can master 
information...and be prepared to reach your goals. 

You can learn how to get the most from school. Take the time 
now to learn the habit of using good study skills. New habits can 
be hard to learn, but this habit can pay you back in ways that will 
make you very glad that you did it! 

Special Note: studies have shown that the proper nutrition- 
FOOD-can also help your learning. DON'T SKIP BREAKFAST! 
Your body has received no nutrients for 8 or more hours when you 
wake up in the morning. It needs protein and carbohydrates to 
function properly. This is especially true for your mental function- 
ing. So, breakfast is an important aid in how well you will do iri 
school. EAT BREAKFAST! 



Some material for tliis sedtidri comes 
ftom 10 Tips for Top Grades, tfie Pepsi 
School Challenge Student Guide, 
developed f(* the CSFA SclK>la^ 



Listening in the Classroom 




WIv are good listening skills important? 

Have you ever listened to someone — a teacher, a 
friend, a reporter — and realized later that you didn't 

remember any- 
thing the person 
said? You heard 
the words, but 
didnH listen to 
what was said 

Hearing and 
listening are 
difTerent. Hearing 
is sontething your 
ears do. Listening 
involves your ears 
and your mind 
Good listening 
skills help you 
understand and 
remember what is 
being said. 

You gain a lot if you listen well in the classroom. 
Good listeners tend to get better grades.- Good grades 
make learning more &n. Good listeners think about 
what is being said They understand, learn, and 
FenfK:mbcr information longer. 

People are not bom with good listening skills — these 
skills arc learned. Good listeners have learned how to 
listen. You can learn how, too. 

How can I improve my listening skills? 

Here are some ways to improve your listening habits. 

Go to class ready to learn. 
Don't get distracted — sit in the front of the 
room. Pay attention to the speaker. Now is 
not the right time to think about yesterday's 
exam or tomorrow's after-school activities. 
Does the teacher pass out an outline for the 
lecture? Follow it. Think about why you arc 
listening. Be alert. 

Listen for the main ideas. 

• What is the faker's purpose? What is the 
speaker's message? What arc the main points 
of the lecture? 



• How has the ^)caker organized the lecture? Is 
the ^aker guiding you through a period of 
time? Giving you points from the most 
important to least in^rtant? From least 
important to most important? From cause to 
effect? 

• How arc the ideas organized? How does one 
idea lead to another? Listen for words and 
phrases that tell you how the speaker has 
organized the talk. Some of the phrases you 
should listen for arc: "The four most important 
writers...," "On the other hand...," "Now let's 
turn our attention to...," "Finally...," or "In 
summary...." These key phrases help you 
follow the pattern of the lecture and the 
sequence of ideas. 

Be an active listener 

• Ask yourself questions during the lecture. 

• Sununarize the main points of the lecture 
during pauses. This helps you stay alert and 
follow the pattern of the lecture. 

• Draw conclusions for yourself. 

• Separate fact from opinion, old material from 
new material, main ideas from minor points. 
What are the main ideas? What are the facts 
and examples that illustrate these main ideas? 
Make sure you can tell the difference. 

• Relate ideas to real life. Relate new ideas to 
what you already know. This helps the new 
ideas make sense to you. It also makes them 
easier to remember. 

Approach the lecture with an open mind 

• Focus on what the speaker is saying Ten bad 
listening habits are listed on the next page . 
Do you have any of these bad habits? Now is 
the time to become a good listener and make 
learning easier. 

See the tips on the next page to help you 
master listening skills. 



Poor Listening Habits and How to Change Them 



Poor Listening Habits 

Criticizing a speaker 



Finding fault with the speaker 



Allowing yourself to be 
distracted 

Faking attention 

Forcing every lecture into one 
format 

Listening only for facts 

Listening to only the easy 
material 



Calling a subject boring 



Overreacting to 

"push button" emoUonal words 



Wasting thought speed 



Poor Listeners... 

criticize the speaker's voice, clothes, or 
looks. Therefore, they decide that the 
speaker won't say anything important. 

become so involved in disagreeing with 
something the speaker states that they stop 
listening to the remainder of the lecture 



use little distractions — someone coughing, 
a pencil dropping, the door opening and 
closing — as an excuse to stop listening. 

look at the speaker but don't listen. They 
expect to get the material from the text- 
book later 



outline the lecture in detail. The listenener 
is so concerned with organization that he 
misses the content. 

only want the facts. They consider 
everything I else to be only the speaker's 
opinion. 

think it is too difficult to follow the 
speaker's complicated ideas and logic. 
A poor listener wants entertainment, 
not education. 

decide a lecture is going to be dull and 
"tune out" the speaker. 

get upset at words which trigger certain 
emotions — words such as communist, 
income tax. Hitler or abortion. Emotion 
begins and listening ends. 

move along lazily with the speaker even 
though thinking is faster than speaking. A 
poor listener daydreams and falls behind. 



Good Listeners... 

realize that a lecture is not a popularity 
contest. Good listeners look for the ideas 
being presented, not for things to criti- 
cize. 

listen with the mind, not the emotions. 
Good listeners jot down something they 
disagree with to ask the speaker later> then 
go on listening. 

filter out distractions and concentrate on 
what the speaker is saying. 



understand that speakers talk about what 
they think is most important. Good 
listeners know that a good lecture may 
not contain the same information as the 
textbook: 

adjust their style of note-taking to the 
speaker's topic and method of 
organization. 

want to see how the facts and examples 
support the speaker's ideas and argu- 
ments. Good listeners know that facts are 
important, because they support ideas. 

want to learn something new and try to 
understand the speaker's point. A good 
listener is not afraid of difficult, technical, 
or complicated ideas. 

listen closely for information that can be 
important and useful, even when a lecture 
is dull. 

hear these same words. When they do, 
they listen very carefully. A good listener 
tries to undei'stand the speaker's point of 
view. 

use any extra time or pauses in the lecture 
to reflect on the speaker's message. They 
think about what the speaker is saying, 
summarize the main points, and think 
about the next points. 
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Getting the most from 

YOUR textbooks 



Why are textbooks important? 

You go to class. You take good notes. Why do you need a text- 
book? Textbooks and classroom lectures talk about the same thing, 
don't they? No. Lectures are often the teacher's view of the 
material being covered. Textbooks sometimes give more in-deplh 
information and examples. They may also give different views than 
those the teacher presents. A textbook is not a substitute for 
lectures. Use both of them to lea^Ti tlic inost about a subject. 

How can I get the most out of my textbooks? 

Follow these simple steps before you read, while you read, and 
after you read to get the most from your textbooks. 

Before you read... 

• Figure out how much time you will need to read the 
section. Plan to spend that much time to finish reading. 

• Find a quiet place to read, without distractions. 

• Focus on what you are going to read. Think 
about what you already know about the topic. 

• Look at the chapter briefly before you start 
reading. This is called previewing. This simple 
step only takes a few minutes but is weil worth it. 




Preview... 

• Read tlie title of tlie chapter or section. From the 
title, think about what might be in the chapter. 
Think about what you already know about the subject. 

• Scan tlie chapter, reading the headings and 
subheadings. These are sign posts. They guide 
you. They tell what topics will be covered and 
how they are organized. 

• Study tlie illustrations. Don't skip pictures, 
tables, cliarts, maps, and graphs. Study them. 

• Read the first paragraph of each section. This is 
called tlie introductory paragraph. The author 
introduces the topic in the first paragraph. This 
paragraph may tell you about the points covered in the 
section. It may tell why the topic is important or how it 
will be presented. 

• Read tlie final paragrapli of each section. Skip to 
tlie end; read tlie closing paragraph. The autlior 
may summarize the argument, restate the main 
points, or add some final thoughts on the topic. 

• Now skim through tlie chapter quickly. Look at 
tlie headings. How is the chapter organized? It 
may be divided into main points, time periods, or 
steps that have to be followed. Understanding how the 
material is organized will help you as you read. 

prA,,«^r;»g only lake you a few minutes. These few minutes 



will help you understand the topic much better when you start to 
read. Don't skip tiie preview step. You will get much more from 
your reading if you preview it. 

While you read 

• Break tlie chapter into sections. Use the sub 
headings to guide you as you do this. 

• Turn each heading and subheading into a 
question. Answer the question as you read. For 
example, if a heading reads The Industrial 
Revolution,' ask yourself: What was the Industrial 
Revolution? When did the Industrial Revolution take 
place? Why was it important? 

• When you get to the end of each section, make a 
mental summary of it. Mentally change the wording of 
tlie summary until it is very clear. Then write the summary 
in your notes. 

• As you make notes, use your own words. Tips 
for taking notes from your textbook can be found 
on Uie next page. 

• Have a mental conversation with the author. 
Ask the author questions as you go along. As you 
finish each section, answer those questions. If 
you can't answer them write them down to ask a 
classmate or the teacher later. 

After you read 

. • Review the subsections, sections, and chapter. 
ITiink about what you've read. 

•Relate what you*ve read to the class lectures or 
other sources of information. 

• Are there questions given in your textbook? 
Answer them. If noU make up some questions. 

• Is there something in the reading that you don't 
understand? Write it down and ask about it in 



class. Do you have a comment about the reading? 
Write it down and bring it up during the next class. 

• Review the material often. Short* quick reviews 
will help you remember and understand the 
information better This will also help you prepare 
for exams. Do you want to remember more? 
Review often and regularly. If you study for xests 
by 'cramming* at the last minute, you will prob 
ably be too confused and tired to do well. 

How do I take notes from my textbook? 

You might want to use the Cornell note-taking system, which is 
described on page 9 of this booklet. Here are some general guide- 
lines: 

• Finish reading a section or chapter before you 
take any notes. 

• Be very selective. Only tuke notes on important 
information. Pay attention to 

— lists of things. 

— ideas the author says are *'very 
important** or "most significant." 
— points which summarize Uie chapter 
title, headings, or subheadings. 

• Make your notes short, but include enough 
infonnation to make the idea clear. Use your own 
words. You'll remember your own words much 
better than someone elsc*s. 

How do you organize your notes? 

You don*t need a formal outline. You do need to recognize two 
patterns in your reading. 

1. Learn to recognize Uie parts in a paragraph. 
Organize your noles according to tliis pattern. 

• The topic sentence explains the main idea 
of the paragraph. It is usually tlie first 
sentence in the paragraph. 

• vSupporling sentences give facts, details, and 
examples that explain tl\c main ideas. 

• The concluding sentence ties paragraphs together. 
It may do this by stating conclusions based on 
information in {he paragraph. It may restate the topic 
sentence or summarize the paragraph. 

• Sometimes a section can have topic 
paragraphs, supporting paragraphs and 
concluding paragraphs. 

2. Learn to recognize how tlie autlior organized 

the material. The autlior may organize in different ways. 
Some types are listed here 

• Time — ^Events are given in the order they occur 
Phrases such as ''in Uie early years," "five years 
later,** and "during Uie next two years** may be used. 

• Process — Steps or events are given in the 

order in which the process takes place. Words such as 
"first,** "nexC "Uien,** and "finally** may be used. 

• Place or Space — This organization discusses things 
in terms of their location or their place in relation 

to other tilings. For example, things may be explained 
"from left to right," "high to low," or "large to small." 



•Importance — Items can be listed from most 
important to least important, or from least 
important to most important 

• Cause and Effect— The auUior may describe 
events or problems first, then explain how or 
why they happened. Or, the author may 
describe a situation, then explain what 
happened because of this situation. Why 
something happened is the cause, and what . 
happened is the effect. 

• Compare and Contrast — Items may be 
discussed by looking at how they are similar or 
different. Compare means to look at similarities. 
Contrast means to look at differences. Sometimes 
teachers will ask you to 'compare* two things. 
They may want you to discuss similarities. Or, Uiey 
may want you to discuss boUi similarities and 
differences. Make sure you know what the teacher 
really wants you to do. 

As you read, make up your own categories to help you organize the 
facts and ideas in Uie text. It is easier to memorize information 
iliat you feel makes sense and is in order Organize Uie material 
whatever way works best for you. There are lots of ways to 
organize things. You may decide to organize informaUon by Uie 
main points and die supporting details, Uie relationships between 
Uie main ideas, Uie central characters, by Uic important dates, or by 
some oUier way Uiat seems right for tiiat information 



"Gcuin« tlie Most from Your Textbooks" was adapted from 
material prepared by Uie Learning Skills Center, Indiana 
University, Bloomington, Indiana 47405 



Information for some of the study lips in this booklet was 
taken from books written by Walter Pauk, an authorit)' on 
study skills. Some of his books are listed below. You 
may want to check with your school or public library for 
these publications. 

How to Study in College 
How 10 Take Tests 
Learning Skills 

Perceiving Structure: How are the ideas organized? 
Perceiving the Author's Intent: What is the author's intent? 
Reading between the Lines: Drawing correct inferences 
Reading for Facts 
Reading for Ideas 

Recognizing Points of View: Whose mind, where's he standing? 
Recognizing Traits of Character: How does the author build 

his characters? 
Six-way Paragraphs: 100 passages for developing the six 

essential categories of comprehension 
Study Skills for Community and Junior College 
Successful Scholarship 

Understanding Figurative Language: What effect did the 
author intend? 

Using the Signal Words: Making transitional words work far 
you 



Vocabulary in Context: Getting the precise meaning 
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Taking Notes...a key to good learning 



Wtiy is it iir^'ortant to take notes! 

You foiget alniost half of what you hear or read within an hout 
One way to capture information so that you won't forget it is to 
take notes. Then, new information can be reviewed and lemem- 
bcred, not foigotten. 

HOW do I take notes during a classroom lecture? 

Take notes from a lecture in three steps. 
L Prepare before the lecture. 

2. Listen carefully; take notes during the lecture. 

3. Use your notes to study after the lecture. 

Before the lecture begins 

• Read the textbook assignment. 

• Arrive before the lecture and get a scat where 
you can see and hear the teacher. 

• Use a loose-leaf notebook. This way you can 
keep your notes, handouts, maps, photocopies, and 
past tests in order and togethen 

• Keep notes from different classes in separate 
loose-leaf notebooks. 

• Review the notes from the last lecture to refresh 
your memoiy. 

• Don't sit where your friends will distract you 
during class. 

During the lecture 

• Listen — ^Think — ^Write 

• Ask questions to make sure you understand what 
is being said 

• Take notes in a way that you find comfortable. 
One way to take and review notes is described on 
the next page. 

• Include major ideas, ^c^ails and examples. 

• Skip lines to show where one idea ends and a 
new one begins. 

• Number and date each page of your notes. 

• Write quickly but clearly. Cross out mistakes. 

• Use abbreviations, but only ones that you will 
remember easily. 

• Pay attention. Watch for clues that tell you how 
the lecture is organized and where it is going. 

After the lecture 

• Right after the lecture, review it in your head. If 
you don't understand something, write down your 
question. Ask the teacher to explain it before the 
next class. 

• Read your notes as soon as possible after the 
lecture. The longer you wait, the less the notes 
may mean to you later. Add information or a 
clearer sentence to make certain you will under 
stand your notes when you review. Make sure you 
wrote down ALL the points the teacher made. 

• Compare your notes with your friends' notes. 
Check them for completeness and for acc^ .acy. 



HOW can I take better notes! 

Here arc some tips which you can turn into habits. 

• Write your notes in short sentences. For 
example, write "Jean home 3PM," instead of "Jean 
will be home at 3:00 PM." Leave out unnecessary 
words and phrases. Use symbols, if possible. 

• Write clearly. It is hard to read bad handwriting, 
even if it is your owrL Your notes aren't useful if 
you can't read them. 

• Watch for signal words and key phrases. These 
are clues that tell you to pay special attention to 
certain ideas. They help you understand how a 
lecture is organized Here are some signal words 
and key phrases. 

—the five main causes...This tells you to 

get ready for a list of five things. 

--before^ after» priory nieanwhiIe...These describe 

a time relationship. They help you understand 

what came first, second, and last. 

—on the other hand...This signals a different 

point of view or a dificrent way to look at the 

informatiorL 

—for example, for Instance... These signal an 
example that will illustrate the point and make it 
clearer. 

—more Importantly, above all, the mo it 

significant thing...Thcsc tell you that the idea is 

very important. Write it down. 

—In other words, in essence, briefly. ..These tell 

you that a complex idea is about to be stated more 

simply. 

—In a nutshell, in conclusion, to sum up...Thcse 
signal a summary of the lecture or of the points 
covered. 

There arc several other ways that the teacher will give you clues to 
important points. Be alert for 

• points that are repeated. 

• long comments on a point. 

• superlatives (words such as most, least, best, 
worst, smallest, lai^est). 

• changes in the speaker's volume. 

• changes in the rate at which the speaker talks. 

• a list of points such as, *The three most 
important dates to remember are... ." 

• spelling words and giving directions. 

• writing information on the chalkboard. 

What is the best to take notes? 

There is no best way to take notes, but some ways are better than 
others. Onc'good way is the Cornell Note-Taking System. But, 
before we explain the Cornell system, let us review the do's and 
don't of notctalcing in class: 
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D0saildDONl!S 
DO 

• B ef ore the lecture, lobk o\*r your notes from the 
last class to refresh yoat memory. 
^Sit^nthcfroatt6see:Mdte^ Stay aert. 

• Make your notes as compile as possible so that ; 
you will unclerstand them later. Write clearly, not 
in scribbles. 

• Tiy to uhderistSiJKl the ideas (th^ as 
well as the fec^^^ 

^llrytofi 

• lise a lai^gc^^ Keep separate 
16D^-leaf binders fcM" 

• Segintialdhg notes itnytne^ This helps you 
pay attention...- 

DON^T 

• Don^t sit near your friends. You may be distracted. 

• Don't use too many abbreviations. You might have 
ttouble understanding ttiem later. 

• Don't take notes in shorthand, unless you are good 
with it You will still have to translate your 
shorthand into regular words. That wastes time. 

• Don't copy your noties by typing them. Write 
clearly the first drne. 



The Cornell Notetaking System 



To start) prepare your note paper. 

Use an 8 1/2 by 1 1 inch piece of loose-leaf notebook paper. Draw 
a line down the sheet 2 1/2 inches from the left-hand edge. 
End this line 2 inches frcm the bottom of the paper. If your 
paper already has a line down the left-hand margin, ignore it. 
Next, draw a line that is 2 inches up from the bottom of the 
page. Draw this line completely across the page. (A sample 
is on the next page.) You may wish to make copies of page 11. 

Step 1: Write Notes 

In Part A, write your classroom or textbook notes. Use the 
good note-taking tips described page 8. 

Step 2: Replay and Reduce 

The first chance you get, replay the lecture in your head. Do 
it while you walk to a class, in your next study hall, or at 
home. Ask yourself questions. What was the teacher trying 
to teach? What was the main point? How docs this 
information fit with what I already know? What did I learn? 
Later, reread your notes and think about the lecture. 

The signal words and key phrases that helped guide you 
during the lecture also will help you remember your notes. 
When you review your notes, reduce each idea in them to 
signal words or key (duases. Write these words or phrases in 
Part B of your note paper. They will trigger your memory. 
When you study, they will help you remember the details. 
O 
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Some people find it easier to remember their notes when they 
write key questions instead of key words in Part B. Whidi is 
better? Try each. Which works best for you? 

Step 3: Recite 

Say each fact or idea out loud. This is called reciting. It helps 
you remember better. Cover Part A of your note ps^r with a 
blank sheet of paper. You should only see the key words or 
questions in Part B. Read each key word or question out loud 
What fact or idea does the key word relate to? Recite it out 
loud and in your own words. Then, check to make sure your 
answer is complete and correct. If you don't know the right 
answer, study your notes and recite out loud again. Recite 
until you get all the answers correct. Go through the whole 
lecture this way. 

Do you feel funny reciting out loud? It really is worth doing. 
Research shows that students who recite out loud remember 
material much better than those who just reread the same 
material to themselves. It is also important to use your own 
words for the answer. Your own words make the material 
mean more to you than if you memorize an idea in someone 
else's words. 

Step 4: Think and Reflect 

Think about the information you have in your notes. This 
thinking process is called reflecting. Reflect by asking 
yourself questions about your notes. What are the most 
important ideas? Why is this information important? How 
does this relate to what I already know? 

Step 5: Review 

The word review means to view or look at something again. 
The best way to prepare for tests is to review your notes often. 
Make this a habit. Recite and reflect on your notes every day. 
Short, fast reviews daily can help you understand and 
remember much more than 'cramming' before a test. 

Step 6: Summarize 

If you can summarize your notes in your own words, you 
really understand the facts and ideas in them. 

Write your summary in Part C, at the bottom of your note 
paper. You can 

• Summarize each page of notes on that page; 

• Summarize the entire lecture on the last page of 

notes for that lecture; or 
•Do both. 

Review your summaries when you study for tests. 

It is worth learning to take good class notes. Examples are 
included on the next two pages. 

' ' " ' ■ '■ ' ' \ 

•^Taking Notes ...a key to good leaif?au^ was adapted 
from How to Study in CpUege^^^ Pauk» and 
materials prepared by the Lefut^iig Center, 
Indiana University/BloomdngtoA^ 47405* 

0 9 



Part B; !P|duce 


Class Name: 


In Part B. write key words 


Date: 


or questions from your notes. 


Paae Number 




Part A: write notes 


Here is an example. 


in Part A, write your notes during the lecture or write as you read your textbook. 




Here is an example. 




Metric System 




A. Beginning of Metric System 


Where was the metric 


1. Started in France in late 18th century 


systend started? 


2. Group of scientists decided on a length; called It a ^meter^ 


Where did the word 


3. Meter comes from the Greek word ''Metron''; means a ''measure'' 


nneter come from? 


B. Adopting the Metric System 


When was the metric 


1. Adopted in France in 1793 


system first adopted? 


2. Many people were against it 


Who changed France 


3. Napoleon changed back to the old system in 1812 


back to the old 


4. Metric system adopted again in 1840; has been used ever since 


system? 


C. Units of Measurement 




1. The metric system hos 7 base units of measurement 


What are the 7 base 


a. The 7 base units are 


units of 


1. meter 


measurement? 


2. kilogram 




3. second 




4. ampere 




5. keivin 




6. mole 




7. candeia 


Part C-Summarize. In Part C, summarize the notes that you wrote in Part A. 


Here is an example of a summary: 


Scientists in Fronce discovered the meter. After many years, the metric system was adopted 


in Fronce in 1840. Since the meter, they have odded « more units of measurement: 


kilogrjom, second, ampere, Iceivin, mole, and candelo. 


o 


n 





Part B: mduce 


Class Name: 


In Part B, write key wottis 


Date: 


or questions from your notes. 


Pafle Numt)er: 




Part A: write notes 




In Part A. write your notes during the lecture or write as you read your textbook. 














































































Part C-Summarize. In Part C, summarize the notes that you wrote in Part A. 
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How TO WFUTE WELL 

/ ! i ^ V 

Wtj/ Should I learn to write well? 

Wrding is important to many aicas of your life. At school, 
you have to write reports, papers, and exams. You probably 
write letters to friends and relatives. At a job you may have 
to \yrite memos and letters. You may buy something that 
docs not work and v^ant to write to the company that made 
it Good writing skills can make these things easier. If you 
have good writing skills, readers arc more likely to 
understand your ideas. 

Can f learn to write well? 

Good writing can be developed with practice, practice, and more 
practice. Don't give up if your writing isn't bestseller quality on 
the first try. You can improve your writing skills by following some 
simple mlcs for good writing, and by practicing. The more you 
write, the better your writing will be. 

Basic Writing Skills 

No matter what you arc writing, you have one main concern. You 
want the reader to understand what you are trying to say. To do this 
use good grammar, correct punctuation, and neat presentation. If 
you need to review your grammar, your teacher can help you find a 
book to help you. Here are some simple rules that can make your 
writing clearer and easier to read 

: • Write complete sentences. A complete sentence is a sentence 
\ you can say to someone, and the person will understand it. You 
I have included a subject and a verb; it is a complete thought. 

i • Use correct punctuation* Punctuation doesn't have to be 
complicated Use common sense as a guide. Sentences end with a 
pcriocL Questions end with a question mark. Use exclamation 
i points for exclamations and commands. Commas tell readers 
I when to pause. They separate items in a list, or clauses in a 
! sentence. If you are having trouble with punctuation, your sentence 
; structure may be too complex Start over and phrase what you want 
to say more simply. 

• Be clear and brief* Say exactly what you mean- Think about the 
I words you use. Does each word add something to the sentence? 

I Does each sentence add to your message? If not, take out the 
' unnccded words. Stick to the point. Brief, clear writing lets you 

make yourpoint faster and keep your reader interested Brief, clear 

writing is usually interesting to read 

• Write in a natural style* Writing, like conversation, should flow 
naturally. Don't try to impress your reader with long words or 
complex sentences. Write so that readers will understand your ideas. 

• Develop an ear for good writing style. Good writing is more 
than following rules about grammar and punctuation. To be a good 
writer, you need to be aware of style. You can develop this aware- 
ness for good writing style. How? Read a lot. Read about many 
different subjects. Read different kinds of writing — novels and 
poctiy, as well as non-fiction. Practice writing. The more you read 
and write, the better you will be at it. 

• Sevise and rewrite. Don't e3q>ect your first draft to be perfect 
Your writing can always be improved When you write something, 
put it aside for at least a day. Later, when you read it again, you are 



likely to have a fresh point of view. You may sec ways to improve 
it Try to cut oiit extra words, make sentence shorter, and make 
your idea clcaicn Have other people read what you have written 
and make suggestions. Revising should be a regular part of your 
writing process. Revise. Revise. Revise! 

• Neatness counts. Sloppy handwriting is hard to read Your 
readers won^t understand the point you want to make if they can't 
read the words. To make writing papers easier for you to do and 
easier for the reader to read, learn to use a word processor. 

• Use a word processor if you have one. It can be frustrating to 
carefully copy a paper over, using your neatest handwriting, only to 
discover you left out a word, or want to make a change. You then 
arc left with two choices. You can copy the paper over again, or you 
can make the change and hand in a messy paper. The advantage of 
word processing is this: it is easy to make changes. You can send a 
copy to the printer, read it over, then decide to make a change. It is 
easy to make the changes you want, then just send it to the printer 
again. This means that the papers you hand in can be better written. 
It also means you save a lot of time while you produce better work! 

Writing A Paper 

Oiganization and clear sentences are the most important parts of 
writing a good paper 

How do I start? 

You can start by brainstorming To brainstorm, simply think about 
your topic and write down all the ideas that come to your mind 
Don't decide whether the ideas are good or bad yet. Just write them 
all down. Then, go through the list and think about each one. 
Decide which ones to include and which to leave out. Brainstorm- 
ing is a good way to begin because it helps you be creative. 

Organize your ideas.« 

Before you start to write, organize the ideas that you brainstormed. 
Which ideas should you keep? Which ideas should you ignore? 
You can help yourself organize your ideas if you write an outline. 
The outline can simply be some notes that tell you which ideas to 
write about first, second, third It helps you decide how many 
paragraphs you will need to get your ideas across and what will go 
into each paragraph. An outline can help you put your ideas in an 
order that your reader will understand. 

Then organize your paper 

There is a simple formula you can follow which will make your 
writing more clean It says that to get an idea across to your 
audience, you should "Tell them what you're going to tell them. 
Tell them. And then tell them what you've told them." You can do 
this in a short essay that is three to five paragraphs long. 

There are three basic parts to a paper: 

• The Introduction 

The first paragraph is called the introductory paragraph. This is 
where you introduce your topic. You use this first paragraph to tell 
your reader what the essay will be about — to '*tell them what you're 
going to tell them."" Here, you should state clearly the points you 
are going to make in the essay. This is called the statement of 
purpose. It explains to the reader why you are writing the paper. 

• The Body 

The next paragraph or paragraphs give the reader the information 
about your topic. This is called the body of your essay. It is where 



you *TcIl them." If you arc giving the reader your opinion, you 
will use these paragraphs to give examples ihat support your 
argument. If you arc describing something, here you will put in 
the details. If you arc explaining a process, this is wherc you will 
give the steps to follow. 

How do I organize each paragraph? 

When you write a paragraph, the first sentence should infonn the 
rcadcr about the subject of the paragraph. The following sentences 
will include the details you want to include. The last sentence of 
the paragraph should lead the rcadcr smoothly into the next 
paragraph. This is called a transition sentence. 

Whether you need one paragraph, or three, or ten, depends on the 
topic you have chosen. It also depends on the amount of detail you 
want to give the rcadcr. If your process has three steps, you may 
decide to use three paragraphs, one for each step. If you arc 

Improving your math study skills 



describing a time period, such as a century, you may cover the 
century in one paragraph. Or, you might cover the first half of the 
century in one paragraph and the second half in another panigrapk 
Think about how to divide your topic before you begin to write. 

« The Conclusion 

The final paragraph is your conclusiorL Herc you will sum up 
your idea. With a few short sentences, you will **tell them what 
you told them** in the body of your essay. Make sure that your 
introduction and conclusion agree. That is, make sure you have 
done what you said you would do in your statement of purpose. 
This is also the place to add any insights or final thoughts you have 
on the topic. 

Good writing skills will help you throughout your 
life. It is woHh spending time to develop these skills 



Why Are Math Study Skills Important? 

Mathematical principles and concepts have become a part of 
almost every area of work. Knowing these principles will 
help you succeed in both school and woric Math study skills 
can help you learn the mathematical concepts, skills, and 
principles so important to other parts of your life. Addition- 
ally, math study skills arc tools that can serve you well in 
college, work, and other learning situations 



What Can I Do to Develop and Improve My Math Study skills? 
Do Assigned Homework 

Teachers assign homework as a way to help you learn and practice 
topics from class. Doing homework when it is assigned helps you 
keep up with class topics. Putting homework off often causes 
problems to pile up. In no time, the problems can seem over- 
whelming. Doing homework rcgulariy helps you learn class topics 
as they arc taught. Also, do your math homework when you arc 
awake and alert. If math is difficult for you, then do it first, before 
you get tired 

Talk With Your Teacher 

Your teachers can be an excellent resource. In addition to knowing 
the subject matter thoroughly, your teachers were also successful 
students. This combination of skills makes them especially well- 
suited to helping you improve your math study skills. Ask your 
'teachers how they studied when they were in your grade. Their 
y^:ars of teaching may enable them to suggest good ways to study 
particular topics. 

If you talk to your teacher about a particular problem, remember to 
be as specific as possible. The more you know about your problem 
areas, the better your teacher can help you. If you aren't able to be 
very specific, your teacher may be able to help you identify your 
problem areas. Keeping a math journal (sample at right) can also 
help you identify your specific problems. 

Keep A Math Journal 

Since different people learn in different ways, you may find some 
study skills which work well for you and others which c!v. n't. A 
firctcfn) jn developing math study sldils is figuring out where you 
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have problems. One way to figure this out is to keep a math 
journal. To start a math journal, use another piece of paper to 
make notes about problems which arc difficult for you as you do 
your homework Be as specific as possible in your journal. For 
instance, instead of writing / can 7 do number three, you might 
write. On number three, I could simplify the equation, but I 
couldn 7 solve it because I didn 7 know what to do with the 
negative numbers. This may sound like a lot of work, but it will 
help you understand where you have problems and can be of help 
when talking to your teacher. 

In addition, you may want to make notes about what you learned 
from or about the assignment, what you do understand, what 
questions you have, and what you think would help you under- 
stand the assignment or problem. These topics can further focus 
your studying and contact with your teacher 



Math Journal 



Date of assignment:. 



Page number:. 



3. I could simplify the equation, but I 



couldn't solve it because I didn't 



know what to do with the 



negative numbers. 



14 



X x 2 -i. 
"k~ 4 



4 



4(x-2)>'4 



4W.4(2}-3X 



4X«-3X 



(4|(-l|^'-aX-4X 
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Lnrn How To ApproiKh Math Probfenw 

It is important to learn how to think about and understand math 
IHoblcms.. Sometimes problems ate hard to solve because it is hard 
to understand what is being asked Try asking yourself the follow- 
ing questions when you get to a difficult math problem: 

• Do I need all the information given in the problem? Do I need 
more information than is given in the problem? 

• How is this problem like other problems I have seen? Can I use 
the same strategy on this problem that I used on another problem? 

• If the numbers in the problem were smaller or different (maybe 
even and not odd numbers) , could I solve it? If so, try putting 
them in the problem and solving this easier problem first. 

• Will drawing a picture or making a chart make it easier to solve 
this problem? 

The better you understand the problem and what it is asking, the 
better you will be able to solve it. 

Review The Material 

Another way to improve study skills is to review how new material 
relates to math you already know. For example, you might look at. 
how geometry relates to algebra. Or you might think about hcm k 
new topic within business math relates to an old topic in busine$$;:\^ 
math. The more connections you can sec between new material ^ 
md old material, the better you will understand new topics. To 
help review, you can ask yourself questions like: 

• What docs this topic have to^di^fiSiwi the topic most>rcediHjfe 

covered in class? ^^^^^^^ -^^^^^0^^ 

• Is this like anything f^^he bcfor^^ ..s-^ :;?^S^^'> 

• How did we get from Up^t Jt^^plSiis one? 'p!-^ 

• What part of this topic i^^^plSc? ■k^^^:^^'"' 

Make Make Sure Undlilind Tl}j^ ' 



Math uses special words to rht^|||||^j|;fic' things. Sometimes, 
words are used differently in mSpinan in regular language. The 
result is that some words may be unfamiliar to you. For example, 
prime, set, and volume^ are words that mean something different in 
math than they usually do. Understanding math terms can help you 
understand topics. If a word used by your teacher or in a book is 
unfamiliar, ask your teacher to explain it to you. The best way to 
understand the vocabulary of math is to put special or new terms 
into your own words* If you can explain something in your own 
words, you are more likely to understand it. 

Keep At It! 

Another good study skill is to simply keep at it. One thing that 
distinguishes mathematicians, according to Sheila Tobias, author of 
Succeed With Math, is that they continually work at difficult 
problems. Often, they* 11 sketch a graph or a chart to help see the 
problem. They may start solving the problem one way and then try 
it another way. In math, thinking often involves doing - the more 
you do, the more likely you arc to discover the answer. Your 
teacher probably does the same thing in class in response to a 
question - he or she probably writes on the board when explaining 
a problem. The same kind of activity can work for you, too. 

Pay Attention To Your Anxious Feelings 

Some people feel like they are simply not able to learn math. They 
may have been unsuccessfiil in learning math earlier or may have 
been told that they could not do math. This is called math anxiety. 
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Math anxiety has to do with feelings, not abilities. Because 
someone feels like they carmot do math does not mean that they 
are unable to do math. The feelings can get in the way, though. For 
instance, if you see a problem that is difficult for you, you may 
unknowingly tell yourself that you can*t do it A key to getting 
over math anxiety is to figure out what is going oil You need to 
know when your feelings occur before you can manage them. 

Similar to the math journal mentioned earlier, you can do an 
exercise to help identify what your feelings are and when they 
happen. When doing your homcwoi^izidp^ a line down the middle 
of your page. On one side, do youdj||ob1f^s. On the other side, 
make notes about your feelings and^jpeap|i|ins^j^ you go along. If 
you feel good because you were able t(|^o||^foblem, write it 
down. If you feel nervous bjjpause yoxfillBn*t remember how to do 
something, write it dow*^li|^ to the math journal, 

except that this exe^e^i^-ii^feiKc^n^^ on yovu: feelings, v/hich are 
the source of the nuuB<iinxiety. 

Sincci^cjdng in matMs related to doifig, this exercise allows you 
to kccp7^ot)dng evci^ii^ou are stu(?fe?Diii a problem. By writing 
aboul^|^^t#^4ings afii3%Wions::|S|f^^ math problem, your mind 

Js stillj^vpijjfwo Attex^cl^ exercise for a period of 
^bllc^ y<^;:wi$li^^ni to tune in to how you handle and solve math 

;ixpral>|^ns^ learn to anticipate problem areas and as you 

Iwritd^iidi^: fof^blving the problem will come to you. This is 

pabqothchi?wiy of 'keeping at it.' 

Tips 

• If you have assigned reading for your homework^ DO IT! You 

may pick up something from the reading that was not clear in class. 

• Ask questions when you have them* Ask them in class, ask your 
teacher, ask friends or family members who might be able to help. 

• TVy doing homework in groups* Sometimes, you can learn a 
great deal from working through problems with other students. 
The point here is to do your own homework with the support of 
thinking problems through with the group, not merely to give or 
get the answers from others. 

• Give yourself enough time to study* If math takes more of your 
time than other homework, then plan for it; don*t feel rushed 

• Review your math homework before class* This will get you 
focused for class and will remind you of questions to ask your 
teacher. 

Prepare For Tests 

In addition to regularly doing your homework and getting help with 
areas which you don't underetand, you can prepare for math tests 
by making a 1-2 page summaty of the different kinds of problems 
that will be on the test. When writing the summary, describe each 
problem type, the steps in solving the problem, and do an example. 
If you are unclear about definitions and formulas, this is also a 
good place to write them out. This will help you identify similari- 
ties among problems and will focus your thinking on the test. 

You also might want to work on problems which weren't assigned 
as homework You can work on extra problems in your math book, 
or you can try your hand at problems in different math books. 
Working extra problems is good practice for almost any test. 

Last, review your summary. Make sure you understand the 
summary and the types of problem s you have identified. 

0 



Take Tests One Step At A Time 



Be sure that you have prepared thoroughly by doing and under- 
standing homework, getting help where you need it, and writing a 
summary. When taking the test, stay calm and do the test one 
problem at a time. Make a good attempt at each problem. If you 
arc unable to do a problem, put a check marie by it and return to it 
later. Do your problems in order (jumping around can break your 
concentration) and when you have come to the end of the test, 
return to those which you have checked If you arc not able to 
solve a problem, do as much of it as you can because you may be 
able to cam partial credit. A key to success in taking a test is 
knowing that you have prepared well. 



"Improving Your Math Study Skills" was adapted frdni 
5ttcceed M/A Mo/A, by Shelia Role of 

Reeding Instr^-ciioh in McUhem^ 
Information wias also pro^riidcd by the Learning Sidlls 
Center, Indiana University, Bloomington, Indiana 47405. 



You arc likely to do well on a test if you plan and prepare for it. 
This isn't just because you know the material. You will also feel 
confident You will be able to put your time and energy into 
answering the questions. You won't spend your time worrying 
while you take the test. 

Different kinds of tests have different kinds of questions. Prepare 
yourself for the kinds of questions you will get. If you arc well 
prepared, you arc likely to succeed. 

Ess^y Tests 

• Essay questions ask you to write answers. 

• Essay questions ask students to organize information, evaluate 
evidence, draw conclusions, compare, contrast. 

• Essay questions ask for details and examples. 

• Essay tests ask if you know the details and can reason and 
organize information 

How do I study for an essay test? 

Take good notes. You can prepare best if you listen well in class, 
read your textbooks carefully, and make good, readable notes. One 
good way to take notes and review is the Cornell Note-taking 
System, which we have already explained on pages 9 and 10. 

Think of possible questions. Review your notes and study guide, 
if you have one, and begin thinking of possible questions. Look for 
common themes and main ideas. How did the teacher organize the 
material in the Iecturcs...from most important to least important, by 
events through time? What points werc stressed? What are the 
main ideas? Arc there questions at the end of the section or the 
chapter? Were questions that did not come from the book given to 
you by the instructor? These arc all possible test questions. 

Review your notes for answers. After you have thought of 
possible test questions, review your notes. Write each question at 
the top of a sheet of notebook paper. Go through your notes. As 
you find information that will help you answer a question, write it 
on that sheet of paper. 
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Organize the information you wrote down for each question. Look 
at the main ideas, the details and the examples which support them. 

You can organize information many ways. Try organizing it by 

• when tilings happened by date; 

• where things happened; 

• what was most important compared to least important; 

• what caused something to happen; 

• making an outline; or 

• drawing a diagram, map or chart. 

Write complete answers to the questions you prepared Watch your 
time. Allow yourself the same length of time as you will have for 
the test. Then practice this without looking at your notes. 

How do I get started on an essay test? 

Whenever you begin a test, follow these simple rules. 

1. Read the dircciions carefully and completely. 

2. Budget your time. Give the most time to the questions that are 
worth the most points. Answer the "easy*' questions first, 

3. If you are not sure of the answer to a question, skip it. Go back 
to it later. 

Steps for answering an essay question* 

1. Read the question carefully. Make sure you answer the question 
you are asked. 

2. Organize your thoughts before you start to write. 

3. Briefly outline your answer before you begirt You can write an 
outline on the top or bottom of the page, or in the margins. This 
will help you stay on track. 

4. Write cleariy and carefully. Focus on the main points. Have a 
reason for every sentence you write. Remember, when you take 
an essay test, it is not just what you know, but how you say it. 

5. Write an organized essay. Otgam'ze your essay this way. In the 
first paragraph, the introduction, explain what you will talk about 
in the essay. In the body of the essay, talk about these points. 
IiKludc details about each lOpic. In the conclusion, sum up your 
main point, clearly stating your belief about the topic. 
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How TO DO WELL ON ESSAY TESTS 
Why is a test-taking plan important? 



6. Support your main ideas with details, facts, and examples 

7. Reread your essay. If you want to add something, add it neatly 
in the maigin. If you tate out something, cross it out neatly. 

How do I know what the teacher wants? 

Many essay questions have key words that tell you what kind of 
answer the teachdr wants. Memorize their meaning. 



How do I know if I did a good job on my answer? 

Ask yourself questions to see how well you have answered the 
question. Use this checklist when you write practice essays. You 
should be able to answer yes to the questions below. If you can't, 
make the changes you need 

.Did you answer the question? Make sure you answered the 

question you were asked 
^Docs every sentence in the essay add to the answer? Do they 

all relate to the question you were asked? 
^Arc your sentences written clearly and neatly? Make sure 

that there arc no grammar or spelling errors. 

Did you support ideas with facts, details, examples? 

^Is the essay organized? Is there an introduction and a 

conclusion? Docs the body grow from the introduction? 

Do details or examples lead to the conclusion? 
^Docs your essay show that you understand the material? Do 

you use examples from both the classroom and the book? 

From your own experience? 

pHow to Do ads^pted from ^ 

I m^tcrjalpttpaiciil^i^^^^ 
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How TO DO WELL ON 
OBJECTIVE TESTS 
What are objective tests? 

• Objective test questions ask you to recognize information 

• These questions include multiple choice, fill in the blank, 
matching, short answer, and true-false. 

• These kinds of questions are designed to make you read 
and think during the test. 

• In an objective test, the teacher is looking for your 
knowledge of details and ability to reason. 

How do I study for an objective test? 

Begin studying for an objective test the same way you do for an 
essay test. If you arc uncertain about what to do, review page 15, 
"ffow do I study for an essay test?' As in studying for an essay test, 
you will study your textbook and notes and think of possible 
questions. 

Some people find it useful to make a study guide by outlining each 
possible test topic. List and number each point. Highlight a key 
word or phrase for each. Recite the main points to help Icam them. 
You may feel funny rcciting them, but it can help you leam them! 

How do I get started on an objective test? 

1. Read the directions carefully and completely. 

2. Budget your time. 

• Give the most time to the questions that ate worth the 
most points. 

• Answer the 'easy' questions first. This way, you will 
finish the ones you know before you run out of time. 
This will also help you feel confident about the test. 

3. If you arc not sure of the answer to a question, skip it. Go 
back to it after you finish the *casy' ones. 

How do I answer objective test questions? 

Given below arc the different types of questions that you usually 
find on objective tests. In each section we have listed ways to help 
you choose the correct answer for each type of question. 

Multiple Choice Questions 



Example: Our lungs breathe in c 

a) dirt b) water c) air d) rocks e) all of these 



1. Read the directions carefully. They will tell you whether to mark 
the right answer, the best answer, or all the correct answers. 

2. Read each question carefully. Try to figure out the right answer 
before you read the choices given. 

3. Watch for clues in the choices which may help you eliminate 
incorrect answers. Clues can be: 

• Absolutes. An absolute is a word such as always, never, 
every, or none. Choices which contain these words may 
be ineonoct. 

• Grammar clues. Singular subjects require singular 
verbs, plural subjects require plural verbs. 

• The choice •ALL OF THE ABC^'E* is often correct, 
especially if at least two of the choices are cortoct. Be 

1.7 



Common Key Words 

COMPARE Discuss similarities. Your teacher may also 
want you to discuss differences. 

CONTRAST Discuss differences. 

DEFINE Give a clear, short explanatioa Show how 
this idea differs from similar ideas. 

DEMONSTRATE Prove a point Give evidence, 
examples or facts to back up the conclusiorL 

DESCRIBE Give a clear, detailed statement. 

DISCUSS Analyze and explain in detail. 

DIAGRAM/ Draw a picture, map, chart, or table to 
ILLUSTRATE show the idea. 

ILLUSTRATE can also mean to explain something and 
give examples. 

EXPLAIN WHY Give causes. Use examples. 

EXPLAIN WHAT Give a definition or description. Use 
examples. 

EXPLAIN HOW Describe how something happens, or 
how to do something. Use examples. 

LIST Give a list of items. Explain each briefly 

RELATE Show how ideas are connected. 

STATE Give main ideas briefly. 

SUMMARIZE State all ideas briefly.; leave out details. 

TRACE Follow something from beginning to end, 
describing the main points. 



careful though if all of the questions give this choice! 
• Similarities. Look carcftilly at choices that are very 
similar. Often, one of them is correct 

IVue-False QuesttoiK 

1. Check each part of the sentence. If any part of the sentence is 
false> the entire statement is false. 



Example: Healthy newborn babies weigh about 
7 pounds, arc about 21" long, usually cry at birth, 
and arc bald ^^-^^ 



Hint: This is false, since some babies are bom with hair 

2. Statements that contain a qualifier may be true. A qualifier is a 
word such as some, most, many, usually. 



Example: Most candies contain sugar. Ttue False 

O O 

3. Statements that contain absolutes arc often false. Absolutes arc 
words such as all, none, always, never, and every. 

Example: All candies contain sugar. Thie False 

I ° Q 

Hint: Some candies are made with honey or maple syrup. 
Short Answer and Fill in the Blank 
You fill in the answer. There arc no choices given. 

^ Example: Our lungs brcathe in ♦ ^ 

L Read the statement carefully. Information in the statement may 

help trigger your memory. 
2. Pay attention to grammar clues. 

• Plural subjects need plural verbs. Singular subjects 

need singular verbs. 

Example: ^hU join most picnics although they arc 
almost never invited 



• The word *an' shows that the missing word starts 
with a vowel or the letter 'h*. 

Example: An hunts at night and sounds as 

though it cries "Hoo, hoo.** 



Matching 



Example: The words on the left go with the phrases on 
the right. On the line in front of each phrase, 
write the letter of the word that matches that 
phrase. 

a: lungs V p umps blood 

b. heart c digests food 

c. stomach ^ b reathe in air 



1. Read each list all the way through before you begin to match. 

2. The first time through, m&ric only those answers you know well. 

3. Keep working through the list. Eliminate possibilities each time. 

4. Grammar clues can tell you some of the answers. Singular 
subjects require singular verbs. Plural subjects rcquirc plural 
verbs. In the example, "lungs" is the orJy plural word. The 
phrase "breathe in air'' is the only plural phrase. The word 
"lungs" has to go with the phrase "breathe in air." 

O 
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Taking a test maker some studenttr Xtpsc and atutious. A iittie 
bit of anxiety iff useful^ : It belpr you^ i^^^ \ 
dd well TckJTa^ Some 
students ^ctiri: ldw6r on a tc^^b^ 
■ become physiciUJy upsct---wcatitjg or; Wing dif^ 
1)reathmg. :Some teact cmoHoiially amlii^^^ 
failuteif;=" : . ■ " r ' • ... 

if you have test anxicty»dotft waste your time wonyiog about 
it. This is self-defeating:* It won't help you do better on fcsts. 
Instead, keep your anxiety at a level that will help you, oot 
hurt you, on the lest ; ; 

Here are some suggestions for how to control your anxiety. 

1. Allow yourself plenty of time to get to the test, find a seat, 
and get settled Don't be in a: nish. This may make ybii ainxibus 
duringthc test.. . ;■ ■■ "■■ y-^' --^.V M.. .y'' =- V'-^ ^ ■• 

2. Have a plan for the test Plan your test-taking ahead of 
time. The suggestions gjveii hbSxi can help you plan for the 
types of questions you will have on the test. You will feel 
confident about the test if you havc.a ptaa^ 

3. Take good cate of yourself before the test. 
Good physical care includes the following: 

• Get a good night's rest before, the test. . 

. • Eat to do well on the test Have a protcih-fillcd dinncrtbe 
night before the test, and a meal high in complex 
carbohydrates such as pasta before the test Caffeine and 
sugar filled snacks before and during the tc>t can inctease 
your anxiety. Eat fruit instead 
Good emotlonai care Includes the following: 

• Relax before the test : Study carefully, ahead, of time; If 
you*cram* at the last minute, you're likely to end up very 
tense. 

• Avoid your significant other beifoic the test You may be 
firazzlcd and upset You two Could, have a disagreement, 
which will not help you cbncentra^^ 

4. Don't talk to otheri; bifefoip tSfe^^ easy to 
spread If you are not aibdbiiis $J]^ady/i^^ so. 

5. Relax durinjg; tlk^ test Son^^ can help 
you focus and do weft, so i^ccpt it These cxctciscs tail help 
keep the tension at an i^xcptat>le level. Take several slow, 
deep breaths. Exhale as you let your shoulders drop slowly. 
Here*s ah exercise that may help you relax during thr t^3t. 
Turn your head slowly in a circle —rij^t ear to ri|pht shoulder, 
head back, left ear to left shoulder, head forward Try it 

Some students use test anxidy as an excuse to not prepare. 
They feci that because ihicy wil! wq^y dh^ anyway, 
why study? This is not a helpful way to think; Aftei^ alt, if 
you prepare well^ you should be able to pay attention to the 
test anddowelL 



Is test anxiety • probleiin that you canH fcem to overcome? 
Talk to someone about it Speak tp ypur teachers or guidance 
counselon. They may be able to help >^^^ 
someone ehe who can* 
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More tips for studying and 



ACHIEVING YOUR 



POTENTIAL,,, 
What is the problem? 

Arc you having problems with a particular subject or class in 
school? Docs it give you a headache or an empty feeling in the 
pit.of your stomach? Do you feel upset, angiy, or afraid when 
you go to that class? Or do you feel helpless or frustrated? 
Maybe you you work hard, but you don*t seem to be getting 
anywhere. 

You arc not alone. Many students want to do better in certain 
subjects but feel stuck. 

Why do you feci this way? Why does this only happen in 
certain courses? Your problems may be caused by your 

• Interest level, 

• Anxiety level, and/or 

• Approach. 

Interest level- Let's say you're having problems in world 
history. You just don't want to pickup the textbook and do the 
assigned reading. You think, 'Who cares about all that stuff that 
happened way back then? I just can't get into it." A person with 
this opinion of world history has a LOW interest level in the 
subject. Someone with a low interest level doesn't usually get 
good grades in that subject 

Anxiety level-When you to walk into algebra class, you get 
upset. You go to class to take a test, and your mind goes 
completely blank: You just know you won't do well. Your 
feelings keep you from succeeding in the class.- 

Approach- You know you're interested in biology, and you're 
not anxious about it. But you're still just not getting it Why? 
Maybe you're not attacking the subject from the best direction. 
You might need help with your study skills. Maybe some ideas 
you have are getting in your way. Maybe your style of learning 
docs not match how your teacher chooses to tcacL 

We will discuss hero how you might try approaching the subjects 
you arc having trouble with. We can't solve all your problems, 
but we can give some ideas about how you might do better in 
your problem subjects. 

What to do about It- 

For low interest level— 

The more interested you arc in a subject, the more likely you are 
to succeed in that subject. It's always a challenge to do well in a 
class that you don't like. Here are some ideas that might help. 
Modvate yourself Try talking to yourself and saying 
positive things about the class, like: 

• I am doing better in this class every day. 

• I need this class to graduate. I will do the best I caa 

• The schools that interest me will be looking at my 
grade in this class; I need good grades to be accepted 

• I can do well in this class even if my main interests arc 
somewherc else. 

• If I learn it now, I won't have to rcleam it later. 

O 
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• I may have to study this subject again in college, and 
it will be easier if I learn the basics now. 
Keep positive thoughts flowing, and you probably will do better. 

Reward yourselfwhen you do well. Try bribing yourself For 
every week that you turn in all assignments, you could treat 
yourself to something special. Then, after accomplishing this 
goal, choose a higher goal for the class. For instance, every 
week that you turn in all assignments and maintain a desired 
grade (B?, A?) average, treat yourself to an even larger reward 
The exact reward, of course, will depend on you. It could be a 
small food treat, a movie, or time with a friend You might even 
try negotiating with a parent for rewards in classes that arc 
particularly challenging. 

The way to overcome a low intercst level in a class is up to you. 
But it can be done! Be crcative. Think about ways to motivate 
yourself by focusing on the positive and treating yourself well 
Then, try out your ideas to sec what really works best for you. 




Anxlety-Thc best way to know whether you arc afraid or 
anxious about a particular subject is to pay attention to yourself 
How do you feel when you go into that class? Do you feel like 
you'd rather be almost anyplace else? Do you perspirc, have a 
headache, a stomach-ache, or breathe diflfercntly? Also, you 
might be thinking negative things such as: 

"I really hate this class." 
"I won't ever do well in this class." 
"I think it's ridiculous that I have to take this class." 
"I won't use this stuff — ever." 
"I just know I'm going to fail this class." 
These are all signs of anxiety. 

So, what do you do if you think your problem is subject 
anxiety? One thing you can do is Icam to be rclaxcd It lakes 
practice to learn how to do this. You will need to practice 
changing the way you feel and the way you think about the class. 

The first step is to piicture a time or a place that you arc really 
comfortable — when you arc at your best. With practice, you 
can fed the same way in your proUcm class. Here's what you can try: 

1. Breathe deeply and imagine yourself in a rclaxing scene 
Gike at the beach or on vacation). 

2. When you arc rcally feeling good, picture yourself in a 
class that you rcally like — and do well in. You should 
continue to feel relaxed 

3. Now, picture yourself in your problem class. Continue tc 
breathe deeply and imagine the rclaxing scene. Focus on 
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staying relaxed Your anxiety level should get better and better 
as you practice. The point is that if you can do this in your 
imagination, you can do it for real. Whenever you think about 
being in that class, first breathe deeply and think of your 
peaceful scene. Whenever you go to the class, do it again. 
\^Tienevcr you*rc in class and start feeling terrible Oike when 
you're taking a test), breathe deeply and picture your peaceful 
scene agaia 

Another way to relieve subject arixiety is change the way you 
think about the class. You have to "rcprogram" the way your 
mind works. First of all, find something positive about the 
class. Do you have a good friend in there? Arc there ever any 
enjoyable projects or movies or something which you enjoyed? 
By looking for the positive, you will lessen the negative. 

In addition, whenever you think negative thoughts about a class, 
think positive thoughts instead. For example. 

Replace 7 really hate this class" with 7 am learning to 
like this class, " 

Replace 7 think it *s ridiculous that I have to take this 
class, " with "This class can probably help me in the 
long run. " 

You can have control over how you think and feel. And you 
win And that having a positive attitude toward things, all 
things, wUI make you succeed at them much more easily. 

HOW can 1 approach my problem subject differently? 

It will help if you start feeling better about the class. It can also 
help if you learn new ways of studying the subject Here arc 
some study tips for reading, writing, math, science, social studies. 

Reading*-Good rcading skills can help you in all of your 
classes. If your reading skills are lacking in some way, you 
could find yourself in trouble veiy quickly. Generally, the better 
you understand what you read — and rctain what you read — 
the better you will do in your clas ics. One way to improve your 
reading comprehension is called SQ3R (Survey, Question, Read, 
Recite, Review). There arc five steps to this method 

Step 1. Survey-Briefly look over the material to become 
familiar with it. Get a feel for the main topics. One good way 
to survey a book is to read all chapter titles and summaries. 

Step 2. Questlon-From headings and subheadings in the 
reading material, make up (and write down) questions to 
yourself about the subject. Later, when you read the material, 
see if you can answer your questions. You can also ask yourself 
questions about tte content, such as the writer*s goals, how the 
material is related to what you already know, and what 
experiences you may have had that relate to the material. These 
kinds of questions can help make the subject mean morc to you. 

Step 3. Read— Now read the material slowly and carefully. 
Give special attention to answering the questions you asked in 
Step 2. Take care to comiect what you ^jc reading about the 
subject to what you already know. 

Step 4. Reclt«-Oncc you have read a section of the material, 
stop and answer the questions raised in Step 2. This helps you 
check on how well you understand what you have read, and 
helps the content mean more to you. It also helps you 



^^rerncmber more of what you read. 
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Step 5. Review -Focus on going over the material one morc 
time. Pay special attention to the questions in Step 2 that were 
the most difficult for you to answer 

No matter how good your reading skills are, they can probably 
be improved by using this method. Give it a try! Ifyou*dlikc 
more information about SQ3R, ask an Engjish or Resource 
Room teacher Help is always available for your problems. 
Mostly what it takes is learning what your problem areas arc 
and then acting on getting some help. Sometimes it is haiu to 
ask for help, but it's often the most aware and successful people 
who look for help when they rcally need it 

Your school counselor or favorite teacher will be able to help 
you out with these ideas if you find them strange and unusual. 
Ask them for help. They should be able to help you out with 
these classes that arc giving you trouble. 

Take time for writing an ess^y, doing a msyor project 

One of the worst study habits that many students have is that of 
rushing to do an assignment. There arc times when an 
assignment can be done hurriedly. These are rcally few and far 
between. Therc arc also assigtunents which need a regular 
amount of time, almost daily. 

Then, therc arc the assignments which need to be started several 
days in advance of due dates-and in fact, maybe even weeks before! 

One of these assignments is a written paper. Writing takes 
thought. Very, very few people ate able to sit down and write a 
good paper on the first try. Good writers edit and rcvisc and edit 
and revise their papers-several times. In addition, they let the 
paper "sit'* for a while before final revisions. What is the 
purpose of this time lapse? It allows the writer to come back to 
the paper with a fresher ability to see the errors and to sec the 
clarity of the thought. In other words, when you step away from 
your writing for a while, you will come back to it with a fresher 
mind You will not be so deep into what you have written, and 
you will be able to sec where a reader might not understand 
what you have written. Taking time to write^ then pausing for 
a day or so, is one of the most beneficial steps you can take to 
create a good paper* 

More tips for math- 
Realize that you use math every day. When you sec a sign for 
20% off an item you want to buy, you are really looking at an 
algebra problem; ie: $4.00 - .20 (%) = x. Go ahead and figure 
out your final cost; don't wait for the clerk to do it. This way, 
you will be practicing math in your everyday life. 

Estimate an answer* Then when you get your actual answer, 
compare the two. Are they close? If not, then you know that 
there is a major error somewhere— either in your reasoning or in 
you actual arithmetic steps. By estimating first, you can check 
yourself and find errors sooner 

Learn to understand math. Don't memorize. Understanding 
what is really happening within a math problem is the real key 
to doing well in math. If you memorize a formula and don*t 
understand it, you will not be butloidg a foundation for future 
math classes and problems. You will be constantly tiying to 
memorize morc and more complicated equations and solutions. 



2 QThis will lead to frustration and make math very difficult. 
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Advice ftom our Hoosier students- 

Duane: Try to do well in high school classes. Your grades 
affectyour SAT tests, your financial aid package. And 
studying can help you test out of classes at college. Don't 
blow it ott A lot of the info you learn in high school, 
believe it or not, will make yoiur first year classes easier. A 
lot of it is recall. Develop your writing skills. I do 10 
papers a semester. All I do is write!! 

Duane Lorey 
ISU 
Dubois 
Sophomore 
Major: Social 
Science 
Education 



Adrian Dunson 
Rose-Hulman 
Indianapolis 
Sophomore 
Major: Mechanical 
Engineering 



Adrian, Take as much ecicncc and math ae you can. Dont just 
memorize the c<\uatlor\ for the particular t^st and the 
particular day. Fmd out exactly how they (eojuations) work. Your 
freshman year will be signfficantJy more productive if youVe done 
this. Also, eliminate your procrastination. You will have more 
things to ^lo-like laundry, in college. So, work on the 
procrastination. 

Other tips for studying— 

•-Flash cards— Use flash cards to help review items for a class. 
Flash cards can be used for vocabulary in English and a foreign 
language. They can also be used to review math equations, 
theories and equations for chemistry, facts for history and social 
studies, and quotes for a lit class. You can use notccards for this 
purpose. 

— Tape recorder-Use a tape recorder, especially in a foreign 
language class. You can then listen to the proper pronunciation 
at home; you can review and practice the proper word and 
sentence sounds. You will also be able to train yourself to listen 
to the language. Therefore, you will be able to understand it 
better in class and in real life. 

You can also record a teacher's lecture, a class speech, or any 
other thing which you think might be appropriate. You can then 
review it at home. 

—Recite or read aloud— It may sound strange to read or recite 
your notes or what you are trying to learn outloud. However, 
some students have found this to be very helpful. Try it! You 
may find that it helps the information stay with you. 

-Study a subject every day-Even if you don't have any 
homework or assignments for a class, review the subject every 
school day and once on wcck*cnds. Even IS minutes to half an 
hour can help reinforce your understanding of the subject 



-Tike book and lecture notes on the same page-Divide your 
notebook p^pcr into two columns. In one colunm, take book 
notes. Take lecture notes about a topic right next to the came 
topic book notes. Then you can compare the two. One may help 
you learn the othec 

—Learn how to use computers--Take a typing class or key- 
boarding class in high school. Also learn how to use computers 
so that you will be prepared to use them in college and on a 
future job. You will jSnd that they make your work much easier. 
And you will have a much needed skill for the workforce. 

-Test yourself-Before a you take a test, create a test for you to 
take. Think of possible questions that might be on an essay test 
Use some of the problems in the math book which were not 
assigned or use questions from another text book about the same 
subject Answer the questions. You will soon find out how 
much you really know. 

—Margin notes-Put a question mark in the margin of your 
notes by information you are unsure of. It will remind you to 
see your teacher for more explanation.. 



How TO MANAGE YOUR TIME 

Docs this sound familial? 

• Your friends arc going to a movie. You want to go 

but you have homework to finish. 

• It's the night bcfoic a big test You have just started to 

study. You have many hours of reading ahead 

Docs it seem like you never have enough time and wonder 
where all your time goes? Do you know someone who usually 
gets work done before it is due? Maybe they use their time 
well. You can learn how to spend your time wisely, too. These 
steps may help you find that you have more time than you think! 




How are you really spending 
your time? 



For one week write down how 
you spend ALL your time — 
sleeping, eating, doing 
homework, watching television, 
talking to friends. Be horcst 
Don^t change any of your normal 
habits during this week At the 

end of the week, ask yourself questions about how you use your 
time. 

• Are you happy with how you spend your time? 

• How much time do you spend on unnocessay things, such as 

watching TV or going to the mall? 

• Is there wasted time? How much time during the week did 

you spend on needless errands or daydreaming? If you 
spent two hours at your desk one night, how much of 
that time did you really use to study? 

• Did you have enough time for homework and fchool 

activities? Doyounoodtoaehcdulemoictimeforthosd? 
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Han by the semester- 

• Write down major due dates on your calendar Keep your 

calendar where you will see and use it often. 

• Estimate how long it will take to do each project. Mark the 
dates to start each project on your calendar. Allow yourself 
more time than you think you will rcally need. 

• Set short-term and long-term goals. 

— ^Short-term goals may be Read chapter 7 by 
Thursday, or Decide on a topic for history paper by the IsL 
— ^Long-term goals may be Have term paper done by 
April 8th, or Finish reading textbook by May 20th. 

Plan small rewards for yourself when you reach these goals. 
You might call a friend or go to a movie. 

• Make a master schedule. Your master schedule should 
include the following activities and any others you may have. 

— ALL required school activities 

— work schedule 

— after-school activities 

— blank spaces for unknown activities 

A master schedule can help you keep track of all the things that 
you need to do. If you know what you have to do and when you 
need to do it, you can prepare better to meet deadlines. 

Plan by the week— 

• Plan when to do all your tasks for the week. Schedule time 
to study for tests, read your textbooks, write papers? go to work, 
be at meetings. Leave enough time for your chores and 
household duties. Don't plan to do so many things that you 
don't have time to eat and sleep! Remember, if you don't get 
enough rest, you won't be able to do the things you have planned 

• Look at the WHOLE week. 

• Schedule small blocks of time each day to study, instead of 
one large block during the week. 

• Finish at least one task in each study block. 

Plan each day— 

• Make a **to do" list the night before or first thing in the 
morning. If you write down what you need to do, your mind 
will be free to study. You won't worry and spend time thinking 
about what you have to do next 

See how weii your new schedule works- 
Use it for a few weeks, then ask yourself some questions. Arc 
you getting your schoolwork done on time? Are you getting 
more tilings done? Do you feel you have control of your time? 

YES? Then your new schedule is working well. 

NO? Then you should look at your schedule to sec how it 
can be improved Some of thesi^j things may help you. 

• Cut out wasted lime. Use more time for whatever needs it. 
Leave time for fiin, too. Don't stop talking with your friends or 
listening to music. Just make sure you aren't spending all your 
time on ftm and relaxation and leaving yourself short on time 
for other important things. 

• Prioritize. Decide. What things MUST get done? What 
things can wait until you have time? Do the things that HAVE 
to be done. Don't worry about the rest. When you have time, 
do the ^hings that can wait! 

• Organize a long assignment Look at it. How long might it 
take you to finish? Divide it into sections. These will be the 



different tasks that are pieces of finishing the assignment List 
and organize how these tasks fit together: This list is the map 
that will guide you through the assignment. Breaking the big 
task into smaller ones makes it easier to manage. The smaller 
tasks might be to outline, gather reference material, read 
reference material, write rough drafts of each of the 3 sections, 
etc. Look at the smaller tasks. Estimate how long you will need 
to complete each of them. Break the tasks down until they are 
small enough that you feel you know about how long it will take 
to complete them. Then fit them into your schedule. 

• Are you trying to do too much? Be realistic about what you 
can do before you make a commitment It is fun and satisfying 
to be busy, but remember that there is only one of you! It is 
better to do a few things well than lots of things badly! 

• How do you figure out what to do firrt? Look at your 
priority list Analyze the work you have to do. Save the easiest 
task for last, when you arc tired Then start and finish a task that 
is fairly easy. This will give you that warm satisfaction of getting 
something DONE! Now, while you are fresh, attack the task that 
seems most difficult. When it is done, work your way through 
the next most difficult and on down to the easiest 

• Follow your schedule closely. Even a well-planned schedule 
can't help you if you don't fellow it Or, you may rnxd to work 
on the schedule until it fits your life. If you plan your time 
wisely, you can get things done on time and have time to rclax,too. 

It is very important to manage your time wisely. As you get 
older, you will have more responsibilities. You will find it easier 
to succeed if you learn to budget your time well. 




"How to Manage Your Time" was adapted 

from materiial prepared by the Learning Skills 

Center, Indiana Uiiiversity/BIoonitQgton, 

Indiana 47405. 
\ \ • J 
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Using the library 

WIv is it important to know how to use a library? 

Sometimes you need to find an answer to a question. A library 
is one of the best places to look A libraiy is a rich storehouse 
of informatioa To find what you arc looking for, it helps to 
understand how a libraiy is organized. 

Organization-the 

A library has four main parts. 

* card catalogue 

* books 

* rcfcicnce section 

* periodicals 

The card catalogue— a guide to help you 

The card catalogue lists the items (books, journals, videotapes, 
etc.) in the libraiy. Each item in the library is listed in the card 
catalogue three ways: by title, by author, and by subject. Some 
libraries have one card catalogue section for the author and title 
cards, and a separate section for the subject cards. In some 
libraries you will find the card catalogue on computer terminals. 
A librarian can show you how to use this kind of catalogue. 

Using the card catalogue- 
Let's say you have a paper due in your Civics class. Your 
teacher has asked you to write about a famous American leader. 
You have decided to write your paper about Dr. Martin Luther 
King, Jr. The card catalogue is a good place to start looking for 
informatioa 

You could begin with the subject listings. First, you would look 
under King, Martin Luther, Jr. This is because people are 
usually listed by last name. Titles such as Dr. are usually not 
included on catalogue cards. Each card with the heading King, 
Martin Luther, Jr. will give you a book on your subject. Next, 
you might look under Civil Rights. You might find a card that 
says *Scc also.' The subjects listed on these cards can lead you 
to more helpful information about Dr. King. 

If your library has a separate section of the card catalogue for 
author and title cards, be sure to check this section under King, 
Martin Luther, Jr. This will givc*^you a listing of all the books in 
the library that were written by Dr. Martin Luther King, Jr. 
They will be listed alphabcticall) by title after the author's 
name. 

Each of these books will also be listed by title on title cards. 
Books arc listed alphabetically by the first word of the title in 
the card catalogue. If a title begins with an article (a word such 
as a, an, or the), skip that word and begin with the next word of 
the title. 

The catalogue card also explains what the book is about — the 
description. It gives the name of the company which published 
the? book— the publisher. It states where the book was pub- 
lished — ^thc place of publication. It tells you when it was 
published — ^the date of publicatioa It also provides the call 
number. 

O 
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The call number- 



The call number explains where a book, journal, or videotape is 
located on the shelves. There arc two main ways libraries 
organize their books. They either use the Dewey Decimal 
Classification System or the Library of Congress Classification 
System. Both systems group books by subject- what the book 
is about. The back of this page lists subjects used by each 
system. Most public libraries use the Dewey Decimal System. 
Universities and some large libraries use the Library of 
Congress System. 

The call number is composed of two parts: 

L JC 599 The number on the first line identifies the 
subject 

2. .U5 B95 The number on the second line identifies a 
particular book. 

Books about the same subject have the same number on the first 
line of the call number. Within the subject, books are in 
alphabetical order by the author's last name. Each book about 
the same subject will have a difTerent number on the second line 
of the call number. 

How do I find a book on the library shelves? 

• Browse by subject number, or 

• Find the call number in the card catalogue. 

1. Copy the complete call number. 

2. Find out where the books are shelved that have the 
first line of your call number. Check shelf numbers. 

3. There may be many books that have the same first 
line of the call number as your book. These books arc 
on the shelf in alphabetical order by the second line of 
their call numbers. 

• If you need help ask a librarian. 

How are the library shelves organized? 

Libraries have fiction and non-fiction books. In most libraries, 
they arc shelved separately. 

• Fiction books arc about imaginary characters and events. 
Fiction books arc shelved alphabetically, by the author's last 
name. Novels, short stories, poems, and plays arc examples 
of fiction. 

• Non-flction books arc about real things. Travel guides, 
biographies, science, history, and "How To" books arc 
examples of non-fictioa You will find bboks by and about 
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Dr. Martin Luther King, Jr. in non-fiction* Some other 
examples arc books about such topics as acid rain, 
earthquakes, and World War IL 

Where to look for information- 

The reference section— 

The reference section is another important part of tlie library. It 
contains non^fiction books that can help you find out about a 
topic. The reference section includes books such as encyclope- 
dias, dictionaries, Who's Who, atlases and maps. Reference 
books usually can't be checked out of the library That way they 
arc always there for people to use. The reference section often 
has tables or desks where you may sit to use the reference 
books. You may take notes there. Sometimes you can photo- 
copy the pages you need to use at home. 

Periodicals- 
Periodicals arc also found in the library. Periodicals include 
magazines and newspapers that come out periodically — on a set 
schedule. Newspapers may come out every day or once a week. 
Magazines may come out weekly, monthly, or several times per 
year. Periodicals may have their own section in the library. Or, 
they may be shelved along with the books by their topic. 

The Readers' Guide to Periodical Literature is a good place to 
begin looking for periodicals. The Readers' Guide is usually 
shelved in the reference section of the library. It is a guide to a 
laige number of U.S. periodicals and is arranged by author and 
subject. The Guide includes listings of fiction, poems, records, 
and reviews of dance, music, movies, television, radio, theatre 
programs, and more. The Readers' Guide is not the only 
periodical index. There arc others. If you Icam how to use the 
Readers' Guide, you should be able to use the others without 
much trouble. 

Let's go back to your Civics paper. If you want to use a 
periodical to get more information about Dr. Martin Luther 
King, Jr., look under King, Martin Luther in the Readers' 
Guide. The list tells you where to find articles al . at your topic 

What else can I find in a library? 

Besides these materials to help you with your questions, the 
library has lots of other resources. You might find: 

• albums, tapes, and other recordings. You can find all 
kinds of music, such as music from other parts of the 
world You may also find poems, plays, stories to be 
read aloud, books for the blind, books on tape. 

• films, videotapes, and film strips. You may check 
these out from many libraries. You might find classic 
movies, "How To" videos, and mwh more, 

• news and information. You can catch up on world or 
local news, the latest in sports, travel, poetry, novels, or 
science fiction. 

• pieces of art to check out for display in your home. 
What else do I need to know? 

Libraries also have another valuable resource — LIBRARIANS. 
Librarians arc there to help you find the information you need. 
If you are confused or cannot find something, ask one for help. 



SUBJEdtSlHTHE- : r^: 
DEWEY DECIN4AL S\ST& 

- 100 Philosophy and HBiAreo ARei*;s- • ■ • 

^200 REUGtpK'.- ^ ' 

•300 Social StiEisrcES 

•400 Language: • 

'500 PuFue; Sciences ^ 

-600 T^ctwoLOGV (Appued Sciences) 

-700 TheAris 

-800 Ijterature lANb^ 

-900 General GEOGtuPHV AND HisTOKY 



Subjects in the 
Library of Congress 

A General Works 
B Philosophy and Reugion 
C History (general) 
D History (Old World) 
E American History and General U.S. 
History 

F American History (Local and Latin 
America) 

G Geography, Anthropology, Folklore, 

Sport, etc. 
H Social Sciences 
J PouTicAL Science 
K Law 
L Education 
M Music 
N Fine Arts 
P Language and Literature 
Q Science 
R Medicine 

S Agriculture. Forestry, Animal Culture, 

Fish. Hunting 
T Technology 
U MiUTARY Science 
V Naval Science 

Z BiBUOGRAPHY AND LIBRARY SCIENCE 
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Last but not least-improving 



YOUR MEMORY 



With tlie enormous amount of new 
information which is becoming 
available to us, there is more and 
more that we are expected to 
remember. Technology is the 
culprit for creating this informa- 
tion output. We are going to need 
to keep our memory sharp in order to meet the information 
growlh-and keep our wits about us! 



Information now 

increases at a rate of 
13% a yean It will 
soon jump to 40% a 
yean 



Here are some ideas for improving your memory 

• Repeat and repeat-Say it out loud over and over again; or 
look at it over and over again. But be alert while you are doing 
it. Be in 'active' mode when you are repeating your information. 

• Personalize the information-If at all possible, relate ihe 
information to sometliing about yourself or your life. For 
instance, if you need to know a history date, see if it relates to a 
family member's biriliday or anoUier dale which has personal 
meaning. 

• Use your imagination-Draw a picture or a diagram in your 
mind of what you need to remember. For instance, if there arc 
three people you must remember wiili a specific event, try to 
picture tliem lliere. Give tlie people and the places names you 
can remember. Then relate those names to tlicir real names. By 
picturing tlie place and people at tlie time you need to remem- 
ber, the facts will come back to you. 

• Use relationships-Create a relationship of tlie infonnation to 
information which you already know. For instance, if you are 
familiar witli a period of history tlirough a story you have read, 
you can then relate that information to a chapter in history. 

• Draw a diagram on paper— Put tlie information in clusters of 
related facts. Then draw lines to connect tiie ideas. You will be 
able to better memorize ail of tlie ideas if they are organized. 
You can also tlien picture tlie diagram and fill in the blanks as 
you need to. 

Some other suggested techniques include tlie following: 

• Use the outrageous-Be silly, if necessary. You might sing the 
inromiaiion to a tunc you know. Create a rap or a poem. Wlicn 
you use your imagination to a point of being silly, you will have 
little trouble remembering tlie information! 

• Look for something odd-For spelling words, you might use 
tliis technique: break down Uic word or look for sometliing 
unique about it. For instance, **capacity" becomes \ap a city" 
(You can tJien picture a city witli a big cap on it!) Anotlier 
example is tJiat tJic word "bookkeeper" has Uiree pairs of letters 
in it. The word **achievement" has tlie word "eve" in it. 

er|c 



• Create an acronym out of the sentences or words you need 
to learn. For instance, the acronym of ICPAC stands for the 
Indiana College Placement and Assessment Center. Or make a 
sentence acronym of names or words you need to learn. An 
example of Uiis would be "My very educated mother just served 
us nine pizzas," to remember the planets in order in the solar 
system: Mercury, Venus, Earth, Mars, Jupiter, Saturn, Uranus, 
Neptune, Pluto. 

• Link items-To remember a list of items, link the first item 
wiih the second, the second to the third, and so on. 

• Stack method-Picture the items piled on top of one anotlier 
and tlien unstack them in your mind as you have to recall tliem. 

• Path method-Imagine a paiii and place items to be remem- 
bered along the path. For instance, if you need to remember tlie 
order of battles fought during a war, identify the battles along an 
imaginery path. It might be easier Uian trying to learn a list. 

In order to memorize, you will need to have a clear mind, with 
no distractions taking place around you. Then concentrate on 
the material you wanl to learn. You may need to review tlic 
material over and over until you have learned it through these 
memory techniques. 

"Research shows people can 
remember 25 to 50 percent more 
simply by intending to remem- 
ber," stales Debbie Nelson, 
Human Resources Management 
Trainer at Indiana University. 
"It's a matter of focusing on 
remembering. There's no such 
tiling as a bad memory-only an 
untrained mcmor>'." According 

to recent studies, most people use only 3 percent of their brain. 




Oilier sources to read more about memory: 

How to Develop a Super Power Memory by Harry Lorayne 

Super Memory by Douglas Hermann 

Your Memory by Kenneth Higbf^c 

Memorizing Made Easy by Mort Herold 



Information for tliis chapter was compiled from tlie 
following sources: 

"Playing Mind Games;'* by Dann Denny, The Herald- 
Times, February 4, 1993, Section D, p, I. 
Ten Tips for Top Grades, Pepsi School Challenge 
Student Guide, created for ihc CSFAScholarshop, p. 8. 
"Mastering Your Memory," Themis, Winter, 1992, p. 
28-29. 
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